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BANAGLMENT STAFF COMMENTE REGARDIRG
PROPOS D HANMIBOOK "PROCEIGING OUT PROCEDURES®

25X1

2. The proposed handbook shifts responsibility for process=
ing out seperating employees from the Office af Personnsl Lo
emplay Ing components. This is contrary to the Management & taff
recommendation, concurred in by Porsonnsl smd approved by the DD/S,
Puring the course of the survay, the Uffice of Personnel was most
enphatleo in insisting that Uffice of Parsommel should be the local
point for processing, not the operating offices. An employing
oomponent should be responsible énly for insuring thet its internsl
relationships with the separsting emplayee are concluded.

3« The proposed handbook defines “propsriy®™ as including
equiprent, docuesnts, publications and advances of funde, This is
& confusing definition of preperty; moreover, this definition does
not cover other relationships or otligations which pmst be gon-
cluded Yy the separating employee, such s cover arrangements.

Lo The title of the proposed handbook - "Processing Qut Pro-
cadures” « 18 not dsgoriptive of the objective. BSuggest "Pro-
cedures for Frocessing feparating Agency imployess®.

5. Paragreph 1 of the proposed handbook ststes that the hand-
book sppliss to "departing agency persennel®. This is confusing;
“departing sgenoy personnel” could mean emplayees going on leave
or WY, and such application i» not intended.,

6. Paragreph 1 refers to sccountability far Goverment-owned
property in the custody of departing personnel. This should be
revised to include accountability for, or settlement of, all obli-
rations to and official relationshipas with CIA, I sheuld, for
exemple, include obligations by the Agenoy to separating emplayees,
There have been many cases of this type.

7. Paragraph 2 fails to extend the handbook to eaployees

golng on P8, Such coverags was recommended in the Hanagement Staff
study .
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8. Paragraph 3, definition of "preperty™. See paragraph )
shove.,

9. PFarsgreaph 3} of the preposad handbook refers to Uoverrssnt
funds which havs been advmiced to an amplaye: and not sceountec
for. This should alee inoluce othar funds for which ths explgyes
sy have to sscount (push 4s overpayments in salary, per diem,
travel expemses, <to.) ss wall as obligations Yy CYA %o the saperste
ing emplayes.

10, Paragreph )} refurs to Form 21, Final Payment Cloarsace
Bheet, Dut does not descrile wse of the form, Cwggest that a gam~
pis farm, preparad in sccordsace vith the Fanagement !taff's recom-
nendations, Yo included am an stiachment to the proposed handbook.

11. Paragraph he sssigns resporsibility for prooeesing out pro-
cadures to the employing ogupenent. The Cffice of Persormel sbould
bs the lopal point for sunh prooessing. See paragrsph 2 sbeve.
Suggest that the tumm "up@atins effigial® be substituted for “oom-
ponens” or * ocpanent®, sinse s "conponent® wolldd include
a subedivision of & major igemy camgonemnt, and it wss not intinded
that deprovessing take plaes at, for , the section or Lranch
lewel.,

32. Paragrwph bb of the proposed hendbook states that the
Offise of the Canptroller {s responsibls for effecting final scttle-
et of th: separating mplayec's ohligsticns. This is met trus;
the Compiroller has no to do with conclusion of cover arrepge-
mats or return of , doomments,

13. Pevagraph Lo states that "other Agueney componenmts, referred
to heredn as offices of roqord, are responsidle for issuing clear-
antess.«" This should be more speaifie; "offiees of record® (cuoch
ss logisties, Fiscal Division, ete.) should be nmsed, The statemen:
suggests that all "other Agsmey components® are officus of record,
and this ie not tamme.

Lhe The Mamagement St42f reovwmendsd (recormendstion 6 /1/)
that the ssplaying oomponmst "notify Pars noel, Finence, Fiscal,
logistism, and Bevurity amodistely, YWy telesphons, of an sntiedpated
separation or LDDP, shen 1§ is spparwnt that normel written docu-
mawtation or notice will not reash these offfces at loset two vodks
in advence of the peparatian sr O™, No prevision is made ir the
prepoged handdook for thip reecmmendation, which wae concurred in by
the Office of Pergpumilsand approved Yy the ITA.

15, Parsgraph Su of the proposed hamdbook mekes no provision for
the employing offios to ourtify to the eclesranee of the separs ing
aployos on the Form 21, Final Pegmant Clearanse Sheet. This pro-
viglon wap recomonded by the HansgaesntSteff (recommendation 6a /3/).
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i6s Paragraph Ss states that all clearsnces wiih Persoans
Sevurlty, and the Conpiroller must be sbtained by the mﬂn«i’
personally, %ﬁg should ba revised te require personal clsarance
with Persomnnel, Securlty, Finssce ami Fiscal b iuas, as recom-
mnded ty Mapagement Staff (recommendation &s .

ing will be sompleted, whemover poasible. om the day toe final
nynrg% This war recompended y Enn:gmnt EE:Z'! (r:::mm-

out when the individeal was departing for his IG5 sssigment ov.
soas”. However, the handbeck does met recuire "y éwai:{i;
employees golng overseas PGS (moe cur parsgreph 7 abovs). Asswiing
Yere ir«ft euch deprocessing prior t0 everseas departurs, the
mplayee's obligations may bave chamged g ihs time he ssparated
m.wim&om;u&wnmmam»thm. { uch
elsaramos 2t hoadquarters sbould b nade enew when the umplayes
;:mm overssas, however, no provision is made in this parsgreph
: rmxg‘;;ﬁ:&mﬁrm for the emplayee whe was mever por-
hesdquarters, even though Le have :
hendquarters obligeilons while on 11¥. e - fnewred
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